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7.ACTION REQUESTED B o o

RECORD WILL CONTINUE TO ACCUMULATE.

ESTABLISH DISPOSITION STANDARD; , E] DISPOSE OF PRESENT ACCUMULATION;
NO FURTHER ACCUMULATION ANTICIPATED.

g.Earliest % Latest G .Exact Series Title
Dates of Series

1942 - pregent ‘| SEE ATTACHED LIST

10 yhat is the function of the office in which this record series is created?

The Division of Physical Health is responsible for the administration, direction and
coordination of the Physical Health Programs in the State. These include, but are not
limited to, health standards for businesses, housing, field operations and hospitals .
throughout the State; J.mprovement of phv31ca1 and dental hea;l,'th of adults and chlldrve.n,
and health of expectant mothers; administration of famlly p]'.ammng and sterilization
programs; dlamosm and control of diseases; supervision of construction and licensure
of health facilities; and administration of the Cancer Assistance Program.

The Matémnal Health/Famly Plarmln Unrt has the function to improve the quality of
family life by promoting all temal };ealth actlvltles on local and district Human .
Resources staffs to women in x_ﬂd bearing years. 'Also to establish service standards,
policies, and procedures; and coordinate activities of all involved agencies.
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:11- This file contains the follow1ng documents (1nc1ude form numbers and t1t1es, 1f any,
and flle arrangement). : '
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13. Is this the Record Copﬁ of the series? e . .[X1 ]

14, Is there a duplication of this series in another office or agency? , SRR I '
15. Is the information contained’ in this series ever summarlzed or publlshed? B N R b 4
Attach copy of summary or publication. )

16. Does the seriés contaln 013531f1ed information requlrlng ‘security handllng° T _[X] [ ]
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17. Does the series 1n1t1ate, amend or term1nate agency p011c1e§ and‘procedures? 5— [ ] X
18. Could the functlon be performed if the files were lost or destroyed? [ ] X
19. Is the series {or major portion of it) regularly microfilmed? If yes, why? [ 1 [X]
20. Does the record series provide data as input to an EDP file? [1 [X]
21l. Does the record series contain documentation produced &s EDP printout” 0] [Eq
22. Has the Federal Government issued instructlons governlng the retentlon/dlspo- SRS
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a. [ ]STATE b.[]STATU‘I‘E OF ¢.[]aUDTT ™ " d.[)FEDERAL e.[)dADMINISTRATIVE £ [ JHISTORICAL
LAW . LIMITATION ) PERIOD ; LAW . . DECI on P VALUE
(Cite. Law, ‘Statute, or other reason fbr the retentzon requzrement)

Archives personnel have reviewed these appllcatlms in draft. |

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[]FISCAL YEAR -[]OTHER see attached list ,then:

Hold in the current files area L month(s)/ year(s):

Transfer to [ ] State Records Center [ ] Loceal Holding Area; hold year(s):
Destroy.

Transfer to State Archives for permanent retention.

Destroy immediately after cut-off.
Other: (Specify)
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Description

MIDWIYERY CERTTFICATTION APPLICA-
TION CASE FILES

Documents relating to annual appli-
cation by individual to practice
midwifery in Georgia. Includes
application card of individual,
providing identity, address, quali-
fications Jf applicant; data per-
taining to past registration:; past
performance in deliveries; and
recammendation of the District
Health Director. The file is »
arranged alphabetically by county
and thereunder alphabetically by
applicant.

MIDWIFE ANNUAL CERTIFICATION LISTING
FILES

Documents relating to the registration
of certified midwives in Georgia.

" Included is a listing by name and

address of midwives. The file is
arranged alphabetically by county,
and thereunder alphabetlcally by
midwife.

MIDWIFE ANNUAL STATISTICAL FILES
Documents relating to statistical
compilation of performance by
midwives in Georgia. Included is
a copy of Form ADM. 1-3 (Midwife
Data) which provides information
about the number of midwives
certified in each county, and
gives statistical information
about their age, race, number of
deliveries to include maternal

and fetal deaths; also showing
number of midwives who have died
or who have not applied for re-
certification. For some years,

a narrative report may be included.
The file is arranged alphabetically
by county.

Disposition -

Cut off file series at the

end of each calendar year;
hold in CFA 1 year; then
retire to State Archives,
(NOTE: This standard is re-
quested by State Archives
personnel after examination of
the file),

Cut off the file series at the
end of each calendar year; hold
in CFA 1 year; then retire to
State Archives.

(NOTE: This standard is request-
ed by State Archives personnel
after examination of the file).

Cut off file at the end of
each calendar year; then hold
in CFA 1 year; then retire -
to State Archives.

(NOTE: This standard is re-
quested by State Archives
persomnel after examination
of the file).
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MATERNAL HEALTH - FAMILY PLANNING
ADVISORY FILES

Documents relating to advisory
services of the Unit in connection
with Maternal Health-Family Planning
activities in the State. Included

are letters of lnGu:LI‘\] received from
elinics or organizations and advisory
replies thereto by the Unit; letters

of guidance prepared by the Unit;
copies of advisory material received
by the Unit from external governmental
or private agenciés; and similar papers:
The file does not include authorization
for action. The flle is arranged
chronologice L] ar, It tere -
rder alphabetlcally by subject or
addressee.

+

MAT-PAK FILES '

Documents reiating to the MatemJ.ty

Care Package Program (Mat-Pak) which

was established to provide antepartum,

intrapartum and post partum care for

medically indigent women to multi-

county Service areas or health districts.

Included is form DPH/HIS(7)-59 application

and authorization for Mat-Pak services.

Also letters of inquiry with answers to

problems which may develop in program. _

-The file is arranged numerically”

'by Bervice areaj thereunder alpha-

- betically by county . E‘- N LS.
K E § ‘ «- "=

' Disposition

Cut off file series at the
end of each calendar year;
hold in CFA 1 year; then
destroy.

Cut off at end of each
fiscal year; hold in CFA
1 year; then destroy.
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No,
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1 -5 7 FAMILY PLANNING VISITATION CASE

FILES ,
Documents relating to services

and supplies provided by the

Fapily Planning Program, Included
are forms DPH/HIS (7)-55(6-73)
(Family Planning Visit); DPH/HIS
(7)-38(8-73) (Family Correction of
Patient Information); and DPH/HIS
(7)-56(6~73) (Family Planning OQut~
reach), Master file (magnetic tape)
is arranged alphabetically by name of
patient, (Highly confidential records).

Disposition

Magnetic tape (master file) =
continuously updated on

monthly basis; held permanently
by DOAS. '

Microfilm - (COM) (received
monthly). Cut Bff files' &t end
of eath fiscal Year; hold in -
Turrent ifiles Wrew | 'yearyt £7les
theh tetire to State Arthives
For-permanents réhertionert

retention.
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Déscrigtion Disposifion i
FAMILY PLANNING VISITATION CASE _
FILES - .. L
\_ Documents relating to services . Paper originals \* c%;'fo weekly,
“and supplies provided by the ' send to DOAS: hold forms accepted

ﬁhmily Planning Program. Included by optical scanpér in current
are forms DPH/HIS(7)-55(6-73) files area two/ﬁonths; then destroy

(Family Planning Visit); DPH/HIS by shredding.

(7)-38(8-73) (Family Correction

of Patieﬁt\Information); and DPH/ Computef printouts - hold in curreat
HIS(7)-56(6<]3) (Family Planning fileg” area until obsclete, superceded,
Qutreach). ster file (magnetic or.fio longer needed for reference
tape) is arr?ﬁggd alphabetically rposes; then destroy.

by maiden name of patient,

(Highly confidenéiii\records). Magnetic tape (master file) - continu-

Microfilm - hold in current files area
until obsolete, superceded, or no
longer needed for reference purposes,

’ ously updated on monthly basis; held
//X// permanently by DOAS.
N4

/

ra

5 Maintenance instructions - all paper
originals are submitted to DOAS for
optical scanning, The accepted forms
are entered onto magnetic tape (for
use in updating patient master file).
and microfilm (monthly transaction

mitted to establish accepted status.
Computer printouts are sent to various

epartments and to federal agencies,

on~state agencies such as county health

adcording to information required by each.

/
/

;

/7
by form sequence, for use in current
files area); those forms rejected as
‘ unacceptable are corrected and resub-

/ |




Description . ‘D{;;;sitién

FAMILY PLANNING VISIT
FILES .

Documents relating to servi
and supplies provided by the
Family Planning Program. Include
are forms DPH/HIS(7)~55(6-73)
{Family Planning Visit); DPH/H
(7)~38(8-73) (Family Correcti
Patient Information); and
(7)-56(6-73) (Family Plann#hg Outreach), State Arc
Master file (magnetjc Egge) is arranged retentionm.
alphabetically by nams-of patient,

(Highly confidential’records).

pnetic tape (master file) =~
continuously updated on monthly
" basis; held permanently by DOAS,

crofilm - (COM) (received
mon®kly) = hold in current files
1 year; then retire to
es for permanent




